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‘ Have you reviewed the Online Help Topics? Home Operations Reports CMECF Admin Links Help

rd

eVoucher Documentation: Attorney and Expert Users

Contact Info
& Important Links Get Started Document Types

e Change User name and Password e AUTH
US District Court, District of e Reset Forgotten or Expired Password e  AUTH 24
New Mexico website e BrowserTips e CJA20/30
CJA Attorney Manual e Mcadification Requests e CJA24
. o CJA26/27
CJA Information Manual e TRAVEL AUTH

National CJA Voucher

reference tool Attorney Topics Expert Topics

Website FAQs Attorney Home Page Expert Home Page
Attorney Profile Expert Profile

Create an AUTH for Expert Services Submit CJA 21/31
Create CJA 20/30 Expert Reports
Create CJA 21/31 Expert Specialties
Aftorney Reports Payment Information
Audit Assist

Representation Types

Payment Information

Financial Services:

Email: financial@nmcourt.fed.us
Phone: (505) 348-2145

From Online Help - Browser Tips

IMPORTANT: The only approved browsers that work with eVoucher are Internet Explorer & or newer (Windows) and Safari 5.1 or newer
(Apple).

Below are tips that may assist when working with eVoucher.

IF you want to__. THEN.

view another eVoucher page without leaving the page open the new page in a new window or tab using one of these methods:
you are currently viewing - Ctrl-Click: Open link in a new tab

= Shift-Click: Open link in a new window

= Right-Click = Open link in a new tab.

= Right-Click > Open link in a new window.

increase the zoom level to make text appear larger press Ctrl-+ (Internet Explorer)
press Command + (Safar)

decrease the zoom level to make the text appear press Ctrl - (Internet Explorer)
smaller press Command - (Safari)
easily review a document with many entries view the document as a PDF by clicking on the document type under Reports on the

left side of the screen.

use eVoucher with the Edge browser in the Edge browser, go to the eVoucher site, click on the three-dot menu button,
then select Open in Internet Explorer from the menu.


http://www.nmd.uscourts.gov/
http://www.nmd.uscourts.gov/sites/nmd/files/Attorney_Manual.pdf
https://www.fd.org/cjaort/cjaort/index.html
https://www.fd.org/cjaort/cjaort/index.html
mailto:financial@nmcourt.fed.us
http://www.nmd.uscourts.gov/
http://www.nmd.uscourts.gov/
http://www.nmd.uscourts.gov/sites/nmd/files/Attorney_Manual.pdf
http://www.nmd.uscourts.gov/sites/nmd/files/CJA%20Information%20Manual.pdf
https://cjaresources.fd.org/cjaort/index.html
https://cjaresources.fd.org/cjaort/index.html
http://www.nmd.uscourts.gov/criminal-justice-act-info/faq
mailto:financial@nmcourt.fed.us
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flelds n The Mame and Title of Person Traveling: *(*
Authorization :
Address of Person Traveling:
Request tab
must be Purpose of Travek -
Complefed Travel From Location:
Travel To Location: 2t
Estimated Dates of Travek =
Travel Requested * Estimated Cost Instructions for requesting amounts for the travel items:
See que 51 , [ airline Tickets via CJA Government I:I 1. Check the box in front of the travel item.
Travel Agency
2. Complete the estimated dollar amount.
L Ground Transportation [ ]
The “Total Estimated” field is automatically calculated based on the estimated
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TRAVEL AUTHORIZATIONS

IMPORTANT! Prior approval by the Court, via a TRAVEL AUTH in
eVoucher, is required for reimbursement of any expenses incurred
during out-of-district travel or overnight fravel.

TRAVEL Create|  qmmm— From your eVoucher Appointment page click

Authorization for payment of Travel

Create from the Travel Voucher template.

Total Estimated Cost:

| Add || Remove |

Frequently Asked Questions

Q.
A.

Can | file a motion with the Court instead of completing a TRAVEL AUTH in eVoucher?

No, Per the CJA Information Manual you should not motion the Court for a fravel authorization. If you already have an

order from the Court authorizing travel, you sfill must submit a TRAVEL AUTH for approval. In this case you may write “see
attached order” as your justification, and attach the order on the Documents tab.

Must | book travel using National Travel?

While travelers are not required to book through National Travel, they cannot seek reimbursement for fravel expenses in

excess of Government rates for the applicable locality. Travelers are encouraged to inquire about flight and hotel costs
with National Travel to gather estimated travel expenses to include in the TRAVEL AUTH. Government rates can also be
found at https://www.gsa.gov under the Travel tab.

Can | charge airline tickets to the Court’s Centrally Billed Account?

Yes, but all flights charged the Court’s Centrally Billed Account must be authorized in advance. The TRAVEL AUTH should

be submitted at least ten (10) business days in advance to allow for adequate processing time. Travelers who do not
have an approved TRAVEL AUTH at the time of ticketing, must pay for their own airfare and seek reimbursement on the
appropriate voucher.

Note: Denial of a request to use the Court’s Centrally Billed Account should not be interpreted as a denial of travel.


https://www.gsa.gov/

